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INSTRUCTIONAL PROCEDURE 



This module contains two sequential learning activities and a final che- :.-out activity 
A brief overview precedes each learning activity and the final check-out activity. Each 
. learning aetivity and the final check-out activity provide learning experiences to help you 
accomplish the objectives. Feedback devices (learner self-test, worksheet, and performance I 
checklist) are provided to help you determine when each objective has been accomplished. ' 

The first learning activity is designed to provide you with the needed background / 
information. The second learning activity is designed to give you an opportunity to apply ' 
that information in a pnrctlce.sTtuation. The Check-Out Activity is the final learning activity/ 
it is designed to allow you to evaluate safety conditions at a training site in a real work j 
situation, sudi as when you are employed or when you are serving as an intern learner. Thc^ 
. Performance Checklist (Appendix A) is used by the learner and the instructor/supervisor 
assess progress. The checklist is applical^le for both practice performance and performance 
in the real work situation. 

After reading the Objectives and the Introduction on pages 2 and 3 , you 
should be able to determine how much of this module you will need to complete before 
the Check-Out Activity. ' 

* If you already have the necessary background information required for 

/ evaluating the Safety conditions at a training site, you may not need to complete 
Learning Actijlity I, p. 4 - ' ; 

* If you alread})^ have had practice in evaluating the safety conditions at a training ,' 
site, you may not need to complete Learning Activity II, p. 19. / 

* Instead, with the approval. of your instructor or supervisor, you may choose 
to proceed directly to the Check-Out Activity, p. 20 , hnd evaluate the, safety 
conditions at a training site when you have access to a real work situation. 

' Your instructor or supervisor may be contacted if you have any difficulty with 
directions, or in assessing your progress at any time. 





SUPPLEMENTARY TEACHING/LEARNING AIDS 



An effort has been made "to make this module as self-contained as possible. The 
information contained in the module should be sufficient to develop ^'entry-levcP* 
knowledge and skills. However, much has been written on' this topics The lidvanced learner 
miay wish to attain higher; levels of knowledge and skills. 

A list of resources whicji supplement fhose contained within the module follows. 
Check with your instructor or supervisor (1 ) to determine the availabilty and the location 
of these resources, and (2) to get assistance in setting up additional learning activities. 
Learning Activity I i 

* Johnston, Wallace. "The Law and School Shops/' School Shop. Vol. XXXIV, 
i No. 3 (February, 1975). . / 

- / * **OSHA Checklist: 30 Pointj/ to Look for as Ydu Make a Safety Inspection of 

Your School Shop,'Mndustrial Education. Vol. LXIV,i^o, 6 (September, 1975). 

* "Peterson; Dan. The OSHA Compliance Manual. New Ybrk, New York 1 0020: 
McGraw-Hill Book Company, 1221 Avenue of Mie Americas,. 1975. 

* "Training Materials and Pi/ogrxims Available," School Shop. Vol. XXIV, No. 6 
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•/ ' (February, 1975). 
Leariiing Activity II 

/ * (None identified) 
Chejtk-Out Activity 

* OSHA compliance offijter 

* Instructors in vocational trade and industrial education 
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OBJECTIVES 



1. After completing the required reading, take the learner self-test to demonstrate you 

have attained the knowledge of evaluating safety conditions at a training site. You should 
complete all items correctly. (Learning Activity I) 



After analy/ing the pcrrormance inslructions, CDiuplcte all tlic designated experieiiees 

in evaluating safety eonditions at a training site in a prjietice situation. Your work 

must conform to the workslieet and elieeklist providecl. (Learning Activity II) 

In an actual work situation, evaluate the safety conditions at a training site. 

.•I ■ - . . • 

Sati^sfactory performance will be realized when all items on the performance 

checklist (Appendix A) are rated ''yes. (Check-Out Activity) 

/ . . ■ 

■ M 

' . ■' . . 

■ ' , I ' 

EVALUATING SAFETY CONDITIONS AT TRAINING SITES 




Under federal and state labor and safety laws, agencies whirh provide a service 



accompanied by real and/or potential health hazards to th'feir clients are under an obligation 
to make. servicing facilities as free as possible of health risks. The training site must be hazard 
free and meet at least niininiuin standards of safety. Industry services leaders must take 
every measure to prevent accidents during the training pr|(3gram. 

In this unit, you will become familiar with safd'ty laws, rules, and regulations 
regarding safety, and penalties and lines associated with|non-compliance to salcty laws. You 
will also become acquainted with some procedures to apply in preventing accidents. 
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LEARNING ACTIVITY I: INFORMATION 



You sI\oul(l study ihc information presented in tlie following section. You may wish 
to read more on tlie subject iroiii the references listed in the section on Supplementary 
Teiiching/Learniiig Aids. Aftler reading these materials, you will demonstrate knowledge of 
evaluating safety conditionslat a training site by completing tlie Learner Self-Test, p, 13 . 
You will be evaluating youn knowledge by comparing your self-test answers to the Answers 
to Self-Test, p. 17. 

I, REASONS FOR SAltETY REGULATIONS AND RULES 

A, To assure Siife iy\d healthful working conditions for working men and women 

B. To prevent serj^ous injuries and accidents 

■ ' I , ■ ■ 

II. ASSOCIATIONS THAT HAVE DRAFTED LAWS AND PENALTIES FOR SAFETY 
STANDARDS j 

"^A. The National/Fire Protection Association (National Fire Code, National Electrical 

( ■ ■ ■ /' . 

Code) ■ I , j 

B. The Americ/m Society of Mechanical Engineers (Pressure vessels) 

C. The American National Standard/institute (safety gbsses, and'machine guarding) 

/ / 

D. Department of Transportation (cfompressed gas cylinders) 

• /' / 
III. STIPULATIONS OF THE OCCUPA^TIONAL SAFETY AND HEALTH ACT OF 1970 

(OSHA) / / 

A. Each em^)luyer shall furnish tl each employee a place of employment which is free 
from recognized hazards that/are causing, or are likely to cause, death or serious 
physical Ijiarm. 

B. Each em^^loyer shall compiV with occupational safety and health standards 
promi^lgated under this Aci. 

C. Each ^mployee shall com|j/ly with occupational safety and health standards, and all 
' rulesj regulations, and orders issued pursuant to this Act which are applicable to 

his/her own actions and ^onduct. 
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IV. SUBPARTS OF OSHA STANDARDS (areas (o inspect at each site) 

A. Compressed gas and compresi/ed nir eqiiipnient 

B. Electrical eciiiipment and components 

,C. Fire protection • 
^ . D. Genera! environment controls 

E. Hand and portable powered tools« and other hand-held equipment 

F. Hazardous materials 

G. Machinery and machine guarding 

H. Materials handling and storage 

I. Means of egress (exit) 

-'5. 

J. Medical and first aid 

K. Occupational health and environment control 
L. Personal protective equipment 

M. Powered platforms, manlifts, and vehicle-mounted work platforms 

N. Walking-working surfaces 

O. Welding, cutting, and brazing equipment 

I • . 

V. CITATIONS AND PENALTIES FOR VIOLATION OF OSHA 

■f ■. , ' • 

A. De minimis. A condition tliat lias no direct or immediate relationsliip to job 

safety and Iiealtli, e.g., lack oi^oilet partitions. 

B. Nonserious violation. A violation tliat has a direct relationsliip to job safety and 
lieaitli but probably would not cause dcatli or serious pliysieal liarm, e.g,, tripping 
liazard. / . 

A proposed penalty of up to S 1 ,000 is optional. A nonserious penalty may 
be adjusted downv/ard by as much as 50%, depending on the severity of the hazard, 
employer's good faitli, history of previous violations, and size of business This 
adjusted figure is reduced an additional 50% if the employer corrects tiie violation . 
within the prescribed abatement period. 

C. Serious violation. A violation where t!i.;re is substantial probability that dOath or 
serious physical harm could result an^^ that the employer knew, or should have 
known, of the hazard, e.g. absence ol" ]K)int-ot-operation guards on punch presses 
or saws. 

5 
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A proposed penalty oi' up to S 1 .000 is nui'ndatory. A serious penalty may 
be adjusted downward by as nuich as 50%, based on the employer^ good I'aith, 
history of previous viohitions, and si/e of business. 
^ D. Imminent danger. A eondition wliere there is reasonable certainty a hazard exists 

that can be expected lo cause death or seriou^. physical harm immediately or betbre 
the hazard can be eliminated through regular procedures. 

ir the employer fails to abate such conditions immediately, the compliance 
otTicer, through the area director, can go directly lo the nearest Federal District 
Court for legal action as necessary. 

VI, CITATIONS WHICH MAY BE ISSUED FOR VIOLATIONS OF OTHER OSHA 
REGULATIONS 

A. Failure to post citation 

B. Failure to post annual summary of s:ifety record 

C. Failure to post OSHA poster 

D. Failure to report a catastrophe or fatality 

E. Failure to iiiaintain records 

F. Accidents which occur after advance notice of hazardous conditions 

G. False information » 

Vil. PERSONS, AGENCIES, AND/OR GROUPS COVERED BY OSHA 

A. Employees * 

B. Supervisors 

C. Instructors ■■ - 

D. Maintenance personnel 

E. Custodians 

F. Administrators 

G. Graduate assistants 

H. Student laborers 
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VIII. CIVIL AND CRIMINAL PENALTIES FOR SAFETY VIOLATIONS 

A. Civil penalties 

1. Willt'iil or repealed (may be) 510,000 

2. Serious (shall bo) SI. 000 

3. Nonserious (jnay be) to $1,000 

4. I' ail lire to correct (may be) S 1 .000 per day 
5,. l^ailure to post eitalion (shall be) to $1,000 

NOTli: Adjustment factors include gravity, si/e, good faith, and history of 
violations. 

B. Criminal penalties 

I. Willful fatality (sluill be) ' to $10,000 and/or up to six months iniprisoimient 

\ 

2^ Advance notice (shiill be) to $ 1 ,000 and/or up to six months imprisonment 
3. False statements, representation or certilication (shall be) to $10,000 and/qr 
up to six months impribonment 

C. Unadjustable-fixed penalties 

1 . h^iilure to post the official OSIIA poster S50 

2. I-ailure to maintain OSHA Form 100 $100 

3. f-ailure tc maintain OSHA For;ii 101 supplementary records or its eciuivalent 
5100 - 

4. Failure to. compile OSHA Form 102 Summ;iry $100 

5. Failure to ])pst OSHA Form 102 summary by February I for 30 days SIOO 

6. f-ailure to re|)ort fatality or incident in'wiiich five or more employees are 
hospitalized S200 

7. Failure to post citation received at the worksite S500 

IX. PERSONS HELD RESPONSIBLE FOR ADHERENCE TO THE PROVISIONS OF OSHA 
1 A. Employers 
. B. Employees 

I Ignorance of the law is not defense for violations, and failure to comply with 

i . OSHA regulations will constitute negligence. Consetiuently , an understanding of 
! the regulations is vital to people involved in vinually every phase of industry 
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training and production. For ultimate protection, Ihc industry services leader and 

the client company representative should inspect and approve eacii training site. • 
,» 

PROCEDURES USED TO IMPLEMENT OSHA 

A. Encourage employers and employees to reduce hazards in tlie workplace, and improve 
existing safety and health programs. 

B. Establish employer and cfmploye^ revSponsibilities. 

C Authorize OSHA to set mandatory job safety and health standards. 

D. Provide an effective enforcement program. 

E. Encourage the states to assume the fullest responsibility for administering and enforcing 
their own occupational safety and health programs that are to be at least as 

effective as the federal program. 

F. Provide for reporting procedure.s on job ii\juries, illnesses, and fatalities. 

SOURCES OF TRAINING MATERIALS AND COURSES FOR TEACHING SAFETY 
RULES AND PROCEDURES 

A. The Office of Training and Education, Occupational Safety and Health Administration, 
U.S. Department of Libor 

B. The National Institute for Occupational Safety and Health (NIOSH), an arm of the 
U.S. Public Health Service. Department of Health, Education and Welfare, 
Washington. D.C. 

C. The National Safety Council. Chicago, Illinois _ 

D. The National Audiovisual Center,General Services Administration, Washington, D.C. 

E. CommercLil distributors of textbooks and audiovisual materials 

GENERAL SAFETY RULES I 

\ 

The instructor should apply the following rules: 1 
A. Remain in the shop or laboratory at all times while learners are participatmg m 
instructional activities. Absence from the location when an accident occurs is^ 
grounds tor a successful law suit. Never permit learners to work unsupervised. 

•i-V 
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B. . Do not place unauthorized persons in charge of potentially hazardous instructional 

, activities. 

■"^ C. Do not use equipment which has not been approved for training. 

D: Do not permit nonenrolled persons to use power equipment. 

E. Never send learners out of the facility to do hazardous work. 

F. Do not make the use of power tools compulsory. 

G. Do not allow accident-prone learners to use power equipment. 

H. Maintain written reports of all accidents. 

r. Obtain eyewitness written accounts of all accidents, 

r - J. Admin Jcr a safety test to any learner before he/she uses power equipment. The 

- . score must be 100 percent. 

K. All instructors should be protected by liability insurance. Information about this 
insurance can be obtained from your vocational-technical education administrator. 

XIII. EXAMPLES OF SPECIFIC SAFETY RULES AND PROCEDURES 

A. All materials stored in tiers must be stacked, racked, blocked^ interlocked, or other- 
wise secured to prevent sliding, falHng, or collapsing. 

B. Storage areas must be kept free of debris. 

C. " Aisles and passageways must be kept clear. 

D. Every opening, floor, or platform f6ur feet or more above the ground 
level mu^t be guarded by standard rail and toe boards. 

• E. All stairs with four or-more risers niust have standard handrails. 

" F. Slippery conditions on floors must be eliminated as soon as possible. 

G. Portable step ladders must be in good condition. 

H. Combustible waste material and residue in building or operating area mast be kept 
in a covered metal receptacle. 

L Personal protective equipment for eyes, face, head, and extremities; protective 

clothing; and protective shields and barriers must be provided, used, and maintained. 
J. All pieces of protective clothing and equipment must be properly stored for ready 
Y?"-.:- ■ use: 



K. Suitable fire extinguishing equipment must be immediately, available in the work 

area and maintained in a state of readiness for instant use. 
L Fire extinguishers must be inspected annually by a competent person and must 

be operable, 

M. .Access to fire extinguishers and exits must not be hindered in any way. 

N. All portable electrical tools must be equipped with hand-operated switches which 

can be manually held in a closed position. 
0. All hand and portable power tools must be in good operating condition with no . 

defects in wiring/and equipped with ground wires, 
P. Extension cords used with portable electrical tools must be of three-wire type, 

unless they are of the U.L, approved double-insulated type, 
Q, All welding equipment must be inspected for hazards. . ^ 
R, Oxygen and acetylene tirtiks must be .secured and valves must be guarded when 

they are not in use. 

*S. Compressed gas cylinders must be clearly marked or col6r coded to indicate 

contents. ^ 
T. All potential .sources of fire and/or explosion from ga.ses, vapors, fumes, dust; 

and mists must be inspected for correctable^ hazards, t 
y. All hazardous gases, liquids, and other materials must be properly labeled 

and stored, 

V, Lighting in work areas must be adequate for jobs performed. 

W. Each electrical outlet box must be provided with a cover which effectively protects 
one from the hazard of accidentaPcbhtact. ^ 
„. X. A trained person or persons must be available to render first-^aid in the event of 
accidents. First aid supplies approved by the health department must be readily 
available. 

'Y, Safety meetings must be scheduled and held at regular intervals. 
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Complete lists of safety rules and regulations can be found in books on 
shop maintenance., and lists of labor safety rules and regulations can be found in 
libraries. Acquire a copy of the CSHA regulations and apply to fiie training site. 
Sec Appendix B for a sample safety rating form. ^ 



*Continue this learning activity by completing the Learner Self-Test which follows. 
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This is a checkpoint knowledge, test needed belbre proceeding to the task of 
. evaluating the safety conditions at a training site ina practice situation. Follow the instructions 
• given with each item. Check your answers with the Answers to Self-Test which follow. 

If you fail to complete all items correctly, you may wish to go back and review the module 

information. ' 

1. List two reasons for implementing safety rules and regulations in an industry services 
trairiThg program. 

a. ■ • ■ 

b. * . 

2. Define three safety stipulations of OSHA. 

a. ' . . ■ * 

b. ^ 

3. ' A/an ' ^. is a condition where 'there is reasonable. 

. certainty a hazard exists that can be expected to cause death, or serious physical harm, 
immediately or before the hazard can be ehminated through regular procedures. 

4. A violation that does have a direct relationship to job safety and health, but probably 
would not cause death or serious physical harm is called a/an ^ 

5. , A violation where there is substantial prdBability that death or serious physical harm 

could result, and that the employer knew, or should have known, of the hazard is called 
' a/an : „ • ' . 

6. ^ A/an . is a condition that has no direct or irnmediate 

relationship to job safety and health. 



In the answer blank to tl/c left of cacli statement in Column 1, place the letter from 
Column 11 that best des/Tibes the statement in Column 1. You may use u number more 



than once. / 
Column 1 I 
a. Willful fatality 

7 ' b: Failure to report 
fatality or incident 
in which five or more 
employees are hospi- 
tal izeU 

c. F'ailure to correct 
unsafe conditions 

d. Serious violation 



Which of the following should be practiccd,j7V.the instructor. 

a. Maintain ^vritten,reports of accidents. 

b. Test learners on safe use of etjuipmcnt hefore use/ 

c. Provide personal, continuous supervision of learncrsi 

d. All of the above. j 



Column 11 ' 
Civil penalty 
Criminal penalty 

Unadjustable-fixed penalty 



15 17 



4- 



ANSWERS TO SELF-TEST . 

1.. a. To assure safe and liealtftful working conditions for working men and women 
b. To \:urb serious injuries and accidents ^ . 

2. ^ a. Employer shall Furnisli each employee a place c!' employment which is free from 

recognized hazards that are causing, or are likely to cause, death or serious ^ 
physical harm. 

b. Employer shall comply with occupational safety and health standards 
promulgated under this Act. 

c. Employees siiall comply with occupational safety and health sfandards. and all rules, 
regulations, and orders issued puYsiiant fu this Act which are applicable to employee 
actions and conduct. 

3. An imminent danger . »- ^; .. 

4. A nonserious violation 

5. A serious violation ; * 

6. A de minimis 

> ■ \ ■ ■ 



b. 3. 

c. I . 

d. . L 



"•"Proceed to ti e iiext learniiig activity for practice in cvaiuatiiig tiie safety conditions at a 
training site. / - • . " 



17 



18 





k- — ^ 






jgj^ LEARNING ACTIVITY -11: 


■ / • 

PRACTICE PERFORMANCE 

/ 



You will be required to practice evaluiiting the safety conditions at a training site. 



Several sul:)ucUvities must be completed belbre the task i.s completed. You must read the 
Case Study Information presented in the Appendix. You must also complete the Site 
EvaluatioJi Worksheet. You- will be /tppraising your perlqrmance in evaluating the salety 



conditions at a training site using the Performance Checklist, Appendix A. 



K I^ead the Case Study Information foun.d in Appendix C. This information will serve as 



a' basis for completing the following simulated exercisesv*'' 



II. / Use the Site Evaluation Worksheet found in App.endix'D to describe your activities 



in evaluafiru; ihe safctv condtjions at the traiiiling site presented in the case study 
inforrrS'dtion. / 



IIL Use the Performance Checklist from App^Midix A to check your competency in evaluating 
the safety conditions in the simulated situation. Satisfactory performance is realized 
when all items on the checklist are rated "yes.'' . ; * 

♦Completion of this learning activity should have qualified you to evaluate the safety con- 

■ . ■. • ' • / ■ ' ■ . 

: dition.s at a training site in a rcal work situation. Proceed to tjie Check-Out A,ctivity. 
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CHECK-OUT ACTIVITY: PERFORMANCE IN REAL WORK 
SITUATION 



The activity wliicli follows is intended to be conducted in an actual work situation. 
It may be performed williout completing the two learning activities, if you already have the 
background information and skills. / . 

You will be given an assignment to evaluate the/saTety conditions of a training 
site in your commnnity. In order to complete this assignment, you must perform the 
following activities: develop a checklist of safety rules and regulations to be enforced: 
tour the training site: identify hazards Ibund to be below safely standards: and take immediate 
steps to rectify hazardous conditions at the training site. Your performance will be judged 
by your instructor or supervisor using a checklist. All items on the Performance Cliecklist 
( Appendix A) must be rated "yes.'' ' . 

*Arter completing the Check-Out Activity, you may select another module for study. Your . 
instructor or supervisor may be contacted if you have any difficulty iii selecting a module. 
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APPENDIX A 
.PrnFORMANCE CHECKLIST 

/ ■ 



Evaluating safety conditions at training/sites 



INSTRUCTIONS; If the performance is satisfactory, write YES in the space proviaedT 
If the performance is unsatisfactory, write NO in the space, tach 



item must be ratecl "yes"' for satisfactory task performance. 



1 . A. checklist was used which rcllvcted local safety requirements. 



2. All items on the checklist werg' rated 



3. Item-by-item notations were made of the rcason(s) for hazardous 
conditions. 



5. Initial action to be taken to have corrections made was clearly 
specified. ^ ' , 



□ 
□ 

ED 



4. Item-by-item^notations were made of corrective action' (s) required. 



□ 
□ 



ERJCl 
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I APPENDIX B 

TRAINING SITE SAFETY CHECKLIST 



, (Based on OSHA Regulations) • 

Directions: 'Place a clieck mark in the appropriate column tliat best describes llie salety 
conditions of the training station. Each item must be appropriately rated. 





Yes 


ho ■ 


Not 

Applicable 


1. . . Lighting in vybrk areas is adccjuate for jobs 
performed. 








' / ■■ ■ ' 
2. A, trained person is available to render 
first aid. 








3 - F/irst aid supplies approved by the 

liealth department are readily 
; . available.*- ; . _ : - : 








4.. ^§afety meetings are scheduled and 
- ' held at regular intervals. 








5* ' Slippery conditioiis/oii noors are i 

: eliminated as soon as possible. ' „„. . ■ ^ 






6. / Aisles and passagey/ays^are kept 
• clear. . ■ ^' 








7./ Storage areas are kept free 
\ 'of debris. " / . ' a 








'8/ Portable step ladders are in good . 

cortdition. . / _ 








9. Personal protev/ive equipmejit 
^ for eyes, face. Head, and ex- 
tremities: protective clothing^ 
and protcctive/shielcis and 
barriers are provided, used. 
, and maintained. 








10. Suitable fire extinguishing . . 

equipment is. immediately 
. available in the work area ■ _ ^ 

jand is maintained in a state 

of readiness for instant 
; use- 




1 





NOTE; Additional rules may be added to tfiis list from Sections XII and Xlll of the intormation 
.' outline, and from otiier standard rules of safety. 
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APPENDIX C 

CASE STUDY INFORMATION FOR EVALUATING THE SAFETY 
CONDITIONS AT A TRAINING SITE 

A nuicliiiic slipi:! i\i 11 junior college vocal ioiKil-lcchiiiciil cclticiUioii complex h.as 
been sclocteil as llic site for training 3D macliinc tool operators for an aiilomotive parts 
nij^fi^ta_Ll_uring plajit^ll has been determined that training on lathes, drill presses, and 
grinders will provide ihe basic skil's required by the industry production jobs. Blueprint 
reading, basic math, and instrument measurement will be taught in conjunction with the 
tasks performed on the machine tools. 

Fifteen trainees will be enrolled in each class. Classes will be held in the evening, 
Eadi ckiss will meet two evenings each week for 16 weeks..TJie niachirie shop is used in the 
daytim'e by another class of full-time students. 

■ The industry services leader must inspect the' training facility inilially before the 
industry services inograni begins, and periodically afterwards, for safety conditions. 



APPENDIX D 



SITE EVALUATION WORKSHEET 



THE PROSPECTIVE SITE 



I. What typo cquipiueiiU tools.jand supplies will be iiscci in llic training program? 



2. Wjkiat arc;' . of the' laboratory should be" inspected? 



3, What possible hu/.lird.> are present at the. training site?- What are the possible causes Tor 
each condition? ^ . " 



4. * What rtiles. regiilalK>ns. and standards will be implemented at the site? 



INSPECTION CHIX KLIS 1 



Develop an inspection checklist which could he used lo check Ihe compliance of 
the site with Specified rules/standards described above. Imagine yotnselfas the rater and note 
each item in the simulated situatit)n. 
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CORRECTIVE ACTION 



Using the sLmulatQd data collected above, specify a priority order for correcting 
unsafe conditions. Develop a simulated schedule for making the corrections. Describe how 
the corrections would be made. 



LIST OF INDUSTRY SERVICES LEADERSHIP DEVELOPMENT MODULES 

c 3 



I. Oriciiiatioii lo huiiislrv Stiviti's, ■ 

A liiiroiitKiii.JMn hukisiiA St'r\k\'s 

B. Iikiii>ir\ S(.-i\k\-s I v'.^iK•^^iIMl Ut'\cl'»P'iK*iuTn)i:i.ini 

liuiiK- u»r liMiijj llu- S:ll-l*u*.\'J iiistrik-tunnl MoJiiU's 

II. Esi;ihltsliing Conlikis and KoiiilKHiNlit|iN 

A. Spc.ikitiji lo liuin^irKii jiul CutiiiiiiintU lirtmps. 

H. Wrilint! Articles tor Nt'Ws McJi.i 

C. klL-milvuig l uiklioiisSnr AiiciKk's liivoKt'il in 

hkliiNlry Si.TVk'L'N . " ' ' 

U. !)i.'\ckM)iiji! .1 BroLlitjrt' tor liuinsirs Si^-r^i/s 

HI. Obl:iiiiin&$ AgrcciiioniN \ 

A. DcvclopitjLj TruttinJii Ajr,.'t'tncnts 

B. Di'vclopini: a Lc.kl-iiiiic SchcJuk* 

C. liiiv:rpn.-litig LciiisUition R<.'I.Hcd lo ltk!uNliy Scrv-it\*s 

IV. idem it'vi lis; Tr:iiinng NfCiis \^ 

A. Colk'tliiig l-'rjiiU'\^ork Protlik'liou atkl 'ri.nnini: \ 
Intnrni.ilion " '"^ 

B. ScL'clnii! I \ ['ON (»l I'r.iiniiii: I'roiir.inis , : , 
C . PrL'p.irnii: .» BuJiilM lor .m lnilMNtr\ Si.'r\ kcs ['roji.'ct 

V. Aciiiiiriiig RcsoiirccN 

A Sck't liiii: lii>triktt>rN tor Jiuliisirv Services 

B. SceiniiiL; .1 f rainnii! Sue 

C. • Sccnriny rr.uiiinj! I t|uipiiieiil . I i^nls. iinJ Snpplies • ■ , 

VI. Vriiiiiiuji Inslriiclors f(ir liuliiNlr> Scr^ieo^ 
Ir.itiiiiii! IiKlruelois lor liKliis!r\ Servtet-s 

VII Prepiiriiig lor Trniiiinji ^ 

A. AJapiitiLTllie I rainini: Siif io rraiiiiiiiT Needs 

B. I-.valn.irini! S;ilel\ ^'onditiiMis ill rraiiiiiii; Sites ■ 
C Annoiineitiii tlie Openiiii! ol ;i J r;jiniiii! I'nt{:r;iir. 

VIH. rrfpariiig Traiiiint; NUlrrials 

A. ConduetniL: a fa^lv AnalsMs 

B IX'vVk>pii.ij! Ijorturtuanei.' lJhK'eti\cs 

( ". IX'teriiuiiiiui.'I ypes of liistrnetinii.il Methods and Media 

I). IX'vek)[ii|rU I'ertortiianee I\.Sts 

I. l)eseloi/fiii> rraminii Manuals 

I-. IVe|>^nt! VUk'otafVs titr an I niUislr\ Ser\ lees I'rojirani 

(1. Serijiii! Up I ea ru lilt! C enters tor likU(str\ Sersiees l'roj:raius 

SiVt tiiii; C:iijdiihMc\ " 

l/eselopiiiii .1 Plan tor Testnii; and CouMU'iinii Applieaiits loi a I i.ijniii}! rioj!i;iiii 
X. - Moiiilurinsi Fraiiiinii Programs | 

. ' 

• A ANstsliiij;in ProviJiti«« I*re-i*iiiplos ilient aiitl In-r'atit hiniinii! 

B. Developing a Proeedure tor Keeping I'arl k ipal ini: .Ai.^'n'. ''''^ Inlornied 
About rrainini: Pronrain Activities 

('.' Moiiitoriiij: I raining! l*ri»j'raius lor I'roiTi ess and I \peiidi' -es 

XI. Ch>Niog Training Programs . 

Closiiiiia I rainnii: Pri.irraiiT' ' 
XII. Placing Prngraiii ParlieipaiUs ' , 

Developing a Plai] lor PlaeiiiLi ( iradnales of ;i Ptv-I iiiploynieiit I ralufiig Prognrni 
XIII. I;valii;itiiig huliistrs Serviebs Programs 

1 valiiarmii liidns:rs Services I•rogranl^ ^ '■ 



Direct Iiupiirics To: . Keseaieh iind ( iirrieiilnm Unit tor Voealional- 
l eclinieal I dneation. College <tt' l-dikati<ai. 
Mississippi State University. Diawer l>\. 
■ ' ' ' Mississippi State. MS MHiyl 



